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DEPARTMENT  OF  PERSONNEL  ADMINISTRATION 


MISSION  STATEMENT 


The  Department  of  Personnel  Administration  is  the  state  agency 
charged  by  law  with  the  establishment  and  maintenance  of  a  merit 
system  of  personnel  administration  for  the  Commonwealth. 

Specifically,  its  mission  includes  the  following: 

.  To  perform  the  central  personnel  management  function  for  the 
executive  branch  of  state  government. 

.  To  administer  the  civil  service  system  for  positions  in  both 
state  agencies  and  municipalities. 

.  To  provide  personnel  services  to  state  agencies  and 
municipal  it ies . 

.  To  promulgate  rules,  regulations,  policies  and  standards  to 
ensure  that  public  personnel  practices  adhere  to  the  basic 
merit  principles  and  to  contemporary  personnel  procedures. 


AGENCY  GOALS 


To  enhance  personnel  management  capacity  at  the  state  agency 
level  by  providing  them  with  the  ability  to  manage  their  own 
personnel  classification,  selection  and  development 
functions  in  a  more  effective  and  timely  manner. 

To  provide  merit  system  user  agencies  with  responsive 
certified  lists  of  qualified  candidates  to  meet  the  present 
and  planned  personnel  needs  of  each  agency  in  accordance 
with  merit  principles,  affirmative  action  goals  and  existing 
consent  decrees. 

To  improve  the  Commonwealth's  capability  to  manage  its  human 
resources  and  increase  the  productivity  of  its  workforce. 
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EXECUTIVE 

Personnel  Administrator  727-1556 

Deputy  Personnel  Administrator  727-3553 

The  Executive  Office  of  the  Department  of  Personnel  Administra- 
tion provides  the  overall  executive  policy  guidance  and  general 
management  direction  necessary  to  support  the  Divisional 
operation  of  the  DPA  in  order  to  assure  the  delivery  of  high 
quality  personnel  administration  services  consistent  with  the 
basic  merit  principles 

Office  of  Legal  Counsel  727-3770 

In  addition  to  its  mission  as  Counsel  to  the  Personnel 
Administrator,  the  Office  of  Legal  Counsel  responds  to  inquiries 
from  city  solicitors  or  town  counsels,  appointing  authorities, 
employees  and  applicants  relative  to  responsibilities,  duties, 
and  rights  under  civil  service  law  and  rule.   Municipal 
appointing  authorities  are  asked  to  initially  refer  problems  and 
inquires  to  their  local  town  counsel  or  city  solicitor  whenever 
possible. 


DIVISION  OF  INFORMATION  SERVICES  727-7576 

The  mission  of  the  Division  of  Information  Services  is  to  provide 
access  for  all  citizens  of  the  Commonwealth  to  employment 
opportunities  in  state  and  local  government  through  the 
administration  of  an  effective  merit  system  program  utilizing  the 
concepts  of  the  basic  merit  principles  as  set  forth  by  statute; 
to  maintain  accurate  and  responsive  personnel  records  which 
answer  the. needs  of  employees,  appointing  authorities,  the 
General  Court  and  the  general  public;  and  by  providing  expanded 
services  and  assistance  to  enable  local  governments  to  exercise 
more  control  over  local  personnel  administration  and  increase 
local  government  accountability  as  it  relates  to  compliance  with 
existing  statutes. 

LOCAL  GOVERNMENT  SERVICES  BUREAU  727-4917 

The  Local  Government  Services  Bureau  provides  municipalities  with 
a  wide  range  of  services  and  acts  as  a  liaison  between  the 
Department  of  Personnel  Administration  and  communities.   Recently 
incorporated  into  one  Bureau,  these  services  comprise  all  aspects 
pertinent  to  certification,  appointment,  and  promotion  to  all 
municipal  civil  service  vacancies,  maintenance  of  employee 
records,  delegation  and  decentralization,  the  local  administra- 
tion of  labor  service  functions,  municipal  classification,  and 


the  various  civil  service  personnel  transactions  affecting 
employment  at  the  local  level.   Technical  assistance  is  also 
available  to  guide  government  officials  in  the  establishment  and 
maintenance  of  local  personnel  systems  and  procedures,  in  the 
development  of  procedural  manuals  and  reference  materials,  and  in 
the  administration  of  training  programs  in  civil  service 
processes . 


EXAMINATION  BUREAU 


727-7579 


The  Examination  Bureau  has  responsibility  for  the  ordering, 
planning,  scheduling  and  administration  of  examinations,  the 
development  and  distribution  of  examination  posters,  the  scoring 
of  examinations  and  the  establishment  of  eligible  lists  of 
qualified  candidates  to  fill  position  vacancies.   The  Bureau  also 
arranges  for  physical  fitness  tests  in  conjunction  with  public 
safety  examinations. 


Pre-exami nation  Unit 


727-7853 


Includes  all  activities  regarding  examination  ordering, 
test  scheduling,  examination  posters,  monitor  assignment, 
application  acceptance,  and  notification  to  appear  for 
examination. 


Post-examination  Unit 


727-0819 


Includes  all  activities  regarding  examination  processing, 
notification  of  exam  results,  verification  of  veterans 
status,  residency,  age,  educational  or  experience  require 
ments  if  applicable,  the  scheduling  of  physical  fitness 
tests,  and  the  establishment  of  eligible  lists. 


Appeals  Un i t 


727-7579 


This  office  processes  all  appeals  regarding  content 
relevancy  of  examinations,  the  marking  of  essay  questions 
and  training  and  experience  credit,  and  decisions  concerning 
failure  to  meet  the  entrance  requirements  for  a  position. 
Information  on  the  appeal  process  for  these  areas  only 
may  be  obtained  from  this  unit. 
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DIVISION  OF  MANAGEMENT  SERVICES  727-2715 

The  Division  of  Management  Services  provides  an  integrated 
system  of  personnel  management  through  the  establishment  and 
implementation  of  a  comprehensive  program  for  the  classifica- 
tion of  positions,  the  selection  of  candidates  and  the 
development  and  training  of  employees. 

CLASSIFICATION  BUREAU  727-2713 

This  Bureau  maintains  and  keeps  current  a  state  classifica- 
tion plan  to  insure  content  valid  job  information.   This 
unit  does  not  provide  any  direct  service  to  municipalities. 

SELECTION  BUREAU  727-2712 

The  Selection  Bureau  develops  and  designs  selection  instruments 
(written  examinations,  unassembled  examinations  based  on  training 
and  experience,  and  oral  and  practical  tests)  in  order  to  examine, 
rank,  and  certify  candidates  for  merit  system  appointment  and 
promotion . 

HUMAN  RESOURCE  DEVELOPMENT  BUREAU  727-2408 

The  Bureau  of  Human  Resource  Development  provides  programs  and 
services  designed  to  meet  state  agency  management  and  non- 
management  training  needs.   A  continuing  training  and  education 
cycle  for  all  managers  is  offered  via  a  four-tier  Management 
Development  Program;  in  addition,  special  programs  are  planned  to 
support  the  four-tier  concept.   Statewide  training  programs  and 
services  are  coordinated  and  provided  to  ensure  maximum  access  to 
programs  for  employees  at  all  levels.   Supplemental  training  is 
designed  and  conducted  to  implement  executive  office  policy, 
changes,  initiatives  and  to  meet  overall  training  needs  of  state 
agencies.   Municipal  Appointing  Authorities  interested  in 
learning  more  about  Human  Resource  Development  programs  and 
services  should  contact  this  Bureau. 


DIVISION  OF  TECHNICAL  SERVICES 


727-3777 


The  Division  of  Technical  Services  provides  specialized  resource 
capability  in  designing  long  range  policy  plans  and  in  developing 
and  implementing  human  resource  programs  for  the  Commonwealth. 
These  programs  are  designed  to  assist  state  agency  and  municipal 
managers  in  the  recruitment,  selection,  development  and  retention 
of  qualified  and  productive  personnel. 


BUREAU  OF  RECRUITMENT  AND  REFERRAL 


727-6215 


This  Bureau  supports  and  supplements  the  human  resource  manage- 
ment programs  of  municipalities  and  state  agencies  by  providing  a 
wide  spectrum  of  professionalized  recruitment,  referral, and 
public  information  services.   Applicant  job  consultation  services 
are  also  provided.   This  Bureau's  responsibilities  are  directed 
primarily  towards  state  agencies  rather  than  municipalities. 
However,  two  3ureau  functions  are  significant  for  Municipal 
Appointing  Authorities. 


Public  Information  Unit 


727-8372 
TDD  727-0820 

Toll  Free  Watts   1-800-392-6178 
Recorded  Information    727-9244 


Between  9:00  A.M.  -  12:00  Noon  and  2:00  P.M.  -  4:00  P.M.  each 
day,  this  unit  fields  telephone  calls  from  Appointing  Authorities 
and  applicants  regarding  general  questions  on  the  examination 
schedule,  applicant  standing  on  current  established  eligible 
lists,  and  general  questions  concerning  upcoming  examinations. 
Municipal  Appointing  Authorities  outside  the  Boston  metropolitan 
region  may  call  the  toll-free  number  and  ask  to  be  transferred  to 
any  of  the  nu m bers  listed  in  this  Directory.   From  12:00  Noon  - 
2:00  P.M.  and  4:00  P.M.   -  9:00  A.M.  a  listing  of  upcoming 
examinations  is  played  on  a  recorded  taped  message. 


Veterans  Information  Unit 


727-1590 


Municipal  Appointing  Authorities  making  a  provisional  appointment 
to  any  official  civil  service  title  may  call  this  unit  for  the 
names  of  veterans  who  have  filed  an  employment  interest  card  for 
a  particular  position.   This  service  is  offered  to  assist 
Appointing  Authorities  in  complying  with  Section  26  of  M.G.L. 
Chapter  31,  which  requires  the  provisional  appointment  of  a 
qualified  veteran,  if  available,  to  provisional  vacancies. 


BUREAU  OF  TECHNICAL  ASSISTANCE  727-8097 

This  Bureau  develops  and  delivers  a  range  of  human  resource 
programs  for  state  employees.   The  Bureau  monitors  the  creation 
and  establishment  of  programs  designed  to  maximize  the 
productivity  of  the  state  workforce.   Programs  include 
performance  evaluation,  employee  assistance,  alternate  work 
options,  employee  incentive  programs,  day  care  and  wellness 
program.  Technical  assistance  in  these  areas  is  available  upon 
request  from  municipal  appointing  authorities. 

BUREAU  OF  PLANNING  AND  RESEARCH  727-4110 

This  Bureau  researches,  designs,  and  plans  for  human  resource 
management  programs  for  municipalities  in  response  to  the 
personnel  needs  of  state  agencies  and  municipalities.   Specific 
responsibilities  include  providing  program  evaluation,  conducting 
employee  selection  validation  studies  and  ensuring  that  municipal 
psychological  screening  plans  for  public  safety  applicants  comply 
with  program  standards,  policies  and  regulations. 

OFFICE  OF  SYSTEMS  DEVELOPMENT  727-4692 

The  Systems  Development  unit  provides  the  DPA  with  systems 
consultation,  planning,  implementation  and  evaluation  capability 
as  well  as  liaison  with  the  State  Office  of  Management  Informa- 
tion Systems.   Municipal  personnel  seeking  assistance  in  this 
area  should  first  contact  the  Bureau  of  Local  Government 
Services . 

BUREAU  OF  ADMINISTRATIVE  SERVICES  727-8432 

The  Bureau  of  Administrative  Services  processes  all  vouchers  and 
issues  payment  for  monitor  services  and  rental  of  municipal 
facilities  for  civil  service  examinations. 


